
Presenter Audio-Visual Instructions and Requirements 
Decade of Discovery Science Symposium 

 

 

Sessions will be strictly moderated since there are three concurrent sessions and out of 

respect for all the presenters and participants we want to assure that the schedule remains on 

track.  So, thank you for adhering to the 15 minutes for presentations and 5 minutes for 

questions. 

 

An individual with an “NLCS Staff” ribbon will be assigned to load your presentation.  Please 

follow this naming convention for your file: 

 

Last Name_Session_Date of Presentation (just the first name or abbreviation of the session will do) 

 

Sessions     File name Examples 

Management and Planning (Day 1)  Management Grenham_Management_05_25_2010 

Archaeology (Day 1)    Arch1 

Biology, Restoration & Monitoring (Day 1) Biology 1 Simms_Bio1_-05_25_2010 

Paleontology (Day 2)    Paleo 

Archaeology & History (Day 2)   Arch 2  Titus_Paleo_05_26_2010 

National Scenic & Historic Trails (Day 2)  National 

Visual Resource Management (Day 2)  Visual 

Geology (Day 3)     Geology Chan_Geology_ 05_27_2010 

Wilderness & Wild and Scenic Rivers (Day 3) Wilderness 

Recreation (Day 3)    Rec  Stevenson_Rec_ 05_27_2010 

 

 

 
 
PROTOCOL!  

All presentations must be loaded in the the ROOM WHERE YOUR SESSION IS no later than 
15 minutes prior to the session beginning, not your presentation. It can be loaded between 

any sessions before or in the rooms after the end of the day’s session for 30 minutes. 
 
Audio-Visual Equipment  
All session rooms will be equipped with:  

 1 Windows Computer, with CD/DVD drive, PC-XP Professional with Office/PowerPoint 
2007  

 1 screen, depending on room size, LCD projectors, laser pointer and microphone. You 
will not be permitted to connect your own computer to the LCD projector. Bring your 
presentation on CD or memory stick and bring a backup copy. Your presentation must 
be in a format that is compatible with the equipment listed above.  

 
BLM will not provide additional equipment – for instance, no ZIP drives, VHS or video players, 
overhead projectors, 35mm slide projectors.  An additional computer will be available in a 



speaker’s ready Room (“G” across from Pecos on the upper level of the Albuquerque 
Convention center)  or projectors will be provided.  
 
If you are using an embedded video in your PowerPoint® presentation, please follow the 
instructions located below.  
Saving Your Presentation on CD or Memory Stick  
If your presentation includes linked files, such as databases, spreadsheets or videos, be sure to 
save those in the same folder on the CD or memory stick, as well.  
• Use WMV or AVI format if possible for Windows. Do not use Quick Time for Windows 
based systems.  

 

Fonts:  

• We can only supply fonts that are included in the base installation of Windows.  

• The fonts we suggest using are Times New Roman, Arial and Tahoma.  

• Any font other than these will need to be embedded into your PowerPoint presentation. Use of 
fonts not included in Windows can lead to words that bleed into graphics or bullets which may 
be the wrong style.  

• Microsoft provides a utility that can tell you if a Font can be embedded. It is located at the 
following link:  
 
http://www.microsoft.com/typography/property/property.htm?fname=%20&fsize 

 

 

 

Poster Presentations 

Ballroom A 

 4:30 – 6:30 PM 

Tuesday May 25, 2010 
 

 

When you arrive the programs will list the posters which are numbered according to their 

placement.  Posterboards will have the numbers of your poster attached to them.  Please honor 

this arrangement as we have individuals who will be staffing more than one poster.  Stick pins 

will be available.  Be sure that your poster is up 15 minutes before the session begins at 4:30 on 

May 25.  Posterboards should be in place no later than 1:00 PM.  

 

Joe Ashor will be your contact at the symposium for the poster session.   

 


